LMS — Registering for a Training Class



Using the LMS to Register for a Course

You use the LMS to register for training classes. Follow these steps:

1. Access the LMS at htitp://doas.ga.gov/Training/Pages/Login.aspx and enter your (.

Georgia

User ID and Password to sign on to the system. When you sign on, the Home
page displays. The home page lists all courses for which you have registered to
attend training.

2. Click on the Catalog tab to register for a training session.
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http://doas.ga.gov/Training/Pages/Login.aspx

Using the LMS to Register for a Course

3. When the Catalog screen displays, type in portions of the training class name in
the Search field and click Search to search for training classes that have that

q
word in the course name. In this example, the user uses RFP to find courses  Georgia
with the RFP word in the name.

4. When the list of courses containing the search criteria display, click on the

course you are looking for. In this example, RFP Award Process was selected.
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Using the LMS to Register for a Course

5. When information about the courses selected display, click on Upcoming -
Sessions to see the schedules for this course. (.

6. When the schedules of training classes for that course display, scroll down until Georgia
you find the desired date when you want to attend the training

7. Click on Enroll to register for that training class.
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Using the LMS to Register for a Course

7. After you click Enroll, a message displays informing you of the Training Policy. If (‘
you click OK, you accept the terms of the Training Policy and also enroll for the et

training class. If you click on Cancel, you do not register for the training class. “
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Using the LMS to Register for a Course

8. After you click Enroll, this screen displays to indicate that you have registered for
this course. You can continue browsing by clicking the Continue Browsing
button which allows you to return to the Catalog to register for another training
course, or Go Back to Enrollment to read more information about the course for
which you registered.

9. Click on the Home tab.

0}

Georgia

Logged | Your profee | Sign out | help

Click on the Learning Management System

-
H ome t ab (' Providing Training for DOAS Employees and

Georgia State Purchasing Professionals

‘ ;
| Aaministrative Services Customer Focused, Performance Driven

You Have Successfully Enrolled
RFP Award Process (6000L)
(]

| wh

You may either continue browsing the catalog or go directly to your course
enroliment.

Continue Browsing Go To Enroliment

Page 6




Using the LMS to Register for a Course

10. The Home page displays the training classes for which you have registered.
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LMS — Canceling a Registration for a Training Class



Using the LMS to Cancel a Registration for a Training Class

1. To cancel a registration for a training class, display the Home page. (.
2. Find the training class for which you want to cancel the registration. .
. . . . Georgia
3. Click Drop to the right of the training class you want to drop from the list of
registrations to cancel the registration for that class.
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Georgia Certification Program — Using the LMS to Monitor Sta

4. When you click on Drop next to the training class for which you want to cancel (‘
the registration, this message display to ensure you truly want to cancel the

registration for that training class.
5. Click OK if you want to cancel the registration. Otherwise, click Cancel.
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